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AEAANOUR FOR:  Director of Central Intellizence

Fngect: Ten hays for Improvins Cli's Persommel Management

inagmuch &z L have Been ome of the most persistent oritiecs of the
Agency's handling of its persomnsl, [ am herewith submitting & ben-point
progran Doy lmprovin. personnel amanagement. I have llsted the suypestiona
in order of imvortance. These chviously do not exhaust whst can be done,
i sheuld he congidered a stari:

e lake Rlervies® the slie.an of the ‘ergsonnel 0ffiee, and see that
evary luodividual in that office understands and aects aeccordingly. The
Forsomnel Office should he advised that 1ta =dssion is to do vhat OIA
winhks done in the Yersonsel fleld even thouvh it Jdoess not colnetlde with
Givil Servies practices.

2« =t Tresh hiced into the Fersomel Uffice in the form of
arparienced and respected officers from other parts of the Agency,
cartienlarily /P, Te do this give /5 and D/Pergonncl the right
m select Len (5=13 to J3«13's from other of fices and place them in
key Office of Fersounsl jobs on a career rolatlon basis. Simmltansously,
place the Mfiee of Ferswwmel people eisewhers in the A engy where ther
wili vhtain broadendns s@arience.

3, Heguire ail suporvisors te tae & short (1220 hour) course in
persomnel management. This could sasiiy be developed by the Uffice of
Traiming in coileboration with the Jffige of Personnel and would ive
practical instruetion on s:ch avbjects as: where to find amd how to use
the repuliations on parsomnaly ww to dea. with reguasts for promotiong
how o meke out Iitness reporisy stesa to tairs with medioore or Lncompobent
mpkoyees; the imporitsuncs of kesping erpiovess slways advised of the
caiiber of tnelr worky how often te havs staff moetings and what Lo sar
at them; how fo cops with smp.ovees’ personsl probiems.

s Flmee overssas reluragss in positions befors t;‘my réburn.  This
ig nob soiely @ probliem for the Office of Persomnel, but is sne that can
e golved by Personmel, 3/ and B/f. It has been one of our sorest spots
in persormel manarewni, but one to my =mind suscepbidle Yo easy soivbtion
“y o0d administration mnd stron. eentral control af para nmzﬁ. b;v ;ﬂ/F
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“e  Lliminate pleecment by file shopping. If an employee is mis-
aigced, n® or she should be ralocated Wy a gystem of interviews, and &
piacement officer should hendegrry the file to interested supsrvisors.

Oe  trancbihen the proosmres severnin. the handlin: of contract
neraontel by regulrine that Fersonnal, Cepersl Counazcl and the aren
division participate in al. hiring and firin: (or contract lapse) actiong.
Thig will eiiminaete meny almnderstandings currently arisin; beemise
sombract agenbts heve not heem properly informed aboubt thelr agresment
with the Ageney.

7o Visee ironeiad rules povernias the uge of personnel files, These
snould be svallable to only & limlted number of senior officials in the
srener, snd ailowed out of the Fersennel Uffles for only 2 iimited time
‘18 hours). Purther, the Parsonnel Uffice should devote a major effort
o developing one master persomnel 7ile on esch employee in which ail
nartinent infornation is plaged. AL present any empioyee who wlighes Lo
taxper with als personnel folier can 4o so with sase.

© 3, Flace a woman in & senior position {(even possibly &8 high sz &
segond Jeputy Assistant irector) in the Fersonnel Office and charge her
with egoressively furtherin: the sarears of women in the Ajency. 7This
women should not only s-o thet womsn are considersed for top<isvsl positions,
waers Yhere i noe reguiremont that the position be held by & maen, bul
should also insure that women returning from ovarseas arve properly placed.

e  strengthen the .mplorvee Jervices dvision and reverse its emphasias
from bein; evallsble 4o as-ist eapioyses 1o "selling” employees on the
Arency and what it ecan do Jor thsm. Tuls should be done, not by papemiori,
wabk by direch contset vitha suwervisors and empioyse ;roups ab steff meetings,
training eurses ebe. Jur employee services arc not mediocre, but are
sade to appear medisere by poor publie relatons.

s Irbue in all ermloyess in tas Fersonnel ffice and all suporvisore
that people ars our most valnsble asset-eiho ool ones should be encowaged
and R@BiSted, Ths Bror one8 eiiminsted. Sub regariless of whether good or
noor, they shouid bu handled as naman beinss not as fllee, nuubars or
inanimate ohjecta. [ Delleve that the abtilude, typifled by referriny to
sersonnel as “surplus® ilk. war joods or whead, has been at the root of
sone of our sdsmanacement.
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